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PowerPoint Presentations





PowerPoint slides MUST be created and developed using the electronic templates provided within this guide to project a consistent image and message to our employees, customers and stakeholders.





There are a variety of PowerPoint slide layouts shown here and provided as an electronic template, containing five master slides.  Please select the slide that is appropriate for your presentation needs.





All PowerPoint presentations must include, at a minimum, one of the following three master slides that incorporates the official logo, fonts and the font color (102 Blue), as selected from the PowerPoint Color palette.















































Title Slide-


This slide must always be used as the first slide in all presentations.  A crisp, short title and identity of the audience should be placed on the same line, in the middle of the page.  The date of the presentation, name of presenter, and version number of the document must also appear.





It is also the “brand message” slide that is used to promote and reinforce the brand message each and every time a NAVSEA 04 presentation is displayed or distributed.















































Briefing Outline Slide-


This slide is a standard briefing outline page that addresses the presentation agenda and objectives.  This slide must always follow the “Title slide”, it is necessary to use this slide in all presentations.  This slide must remain consistent with the template format.












































Content Slide-


All content slides must maintain this basic format.  Do not change font sizes, styles, or placement, without prior written approval.





Optional Bumper Sticker-


To emphasize a point within the slide, a blue text block with yellow type can be used.  



























































�





�






























































Photo and Chart Slide-


When creating a slide that contains graphics, charts or photos do not obscure the NAVSEA logo (upper left corner) and the Unique Value Proposition (UVP) (bottom right corner); this slide master is to be used.    





Optional Data Field – 


When using charts and graphs, you can supply your audience with the data source, owner and date last updated, at the bottom right corner of the graph, as well as noted in the version control “comments” field.









































An Optional Breaker Slide-


This slide is to be used as a pause, or “break” in the presentation.  It is not necessary to use this slide in all presentations.  It may be used, however, to introduce a new “section” or “thought” to assist the viewer in mentally shifting into a new topic of discussion.
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Version Control-


In order to ensure the latest version of a document is being used, version control should be utilized through the “Properties” function located in the “File” menu options.  This function allows you to enter details about the document, the author and version of the document.  





The latest version number of the document should also be included on the title slide.





The comments field within the version control dialogue box can also be used to add any additional information about the presentation.  This box can be used at the author’s discretion (e.g., name of conference the presentation was viewed)





All slides should include the�date of the presentation.  This information should appear on�the bottom left of each slide.
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